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OFFICE OF THE SECRETARY OF DEFENSE CHANGE NO. 8
Assistant Secretary of Defense DoD 1401 .1-M1
(Force Managenent and Personnel) Sept enber 9, 1988

JOB- GRADI NG SYSTEM MANUAL FOR
NONAPPROPRI ATED FUND | NSTRUMENTALI Tl ES

The Acting Deputy Assistant Secretary of Defense (Force Managenent and
Personnel ) has authorized the follow ng page changes to DoD 1401.1-M 1, “Job
Grading System for Nonappropriated Fund Instrunentalities,” October 1981:

PAGE CHANGES

Renove: Pages 4-44 through 4-47, 4-50&4-51, 4-233 through 4-236
Insert: Attached replacenent pages and new pages 4-236A&4-236B

Pages 4-45 and 4-234 through 4-236 are changed in their entirety.
A change appears on page 4-50 and is indicated by marginal asterisks.

EFFECTI VE DATE

The above changes are effective imediately. Forward two copies of revised
| mpl enenting docunents to the Deputy Assistant Secretary of Defense (Force
Managenment and Personnel) within 120 days.
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//JAMES L. ELMER
Director
Correspondence and Directives

Attachnents: 12 pages
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SD FORM 106-2
81 MAR



DoD 1401 .1-M |
Jan 11, 84

DoD NAF PATRON SERVI CES

JOB- GRAD | NG STANDARD
SECURI TY GUARD PS-0085-0

CGENERAL STATEMENT :

This standard covers positions that involve performng work in protecting an
organi zation’s property and, as a secondary function, safeguarding those
persons in and around the area bei ng protected.

Security Guards are responsible for patrolling, protecting, and inspecting
bui | dings and property. Their duties include guarding of supplies, nerchandi se,
and equi pnent and enforcing rules and regulations. In their protection of
persons, Security Guards are concerned with protection against hazards such as
fire and prevention of theft of governnent property.

A Security Guard characteristically either stands at a fixed position or patrols
an assigned area. He or she is alert and watchful to detect any situation that
endangers property or merchandi se. Security Guards may direct and control traffic
froma stationary post. Usual |y, a Security Guard wears a uniform and displ ays

a badge of authority. The Guard’'s deportnent and appearance are mlitary-1iKke.
When Security Quards have people-oriented enforcenent responsibilities, they

are concerned usually with a limted range of offenses such as disorderly

conduct or theft but not with nore serious offenses. He or she is tactful and
courteous in his or her contacts with persons he or she suspects or apprehends.

Security CGuards also may be required to performincidental duties for a snal
portion of the tinme. Sone assignments of this nature are regulating tenperatures
in buildings; acting as relief tel ephone operators, relief receptionists, or relief
el evator operators; operating two-way radios; recording (logging in) visitors and
preparing passes for their use; perform ng enmergency manual |abor; and carrying

out m nor housekeepi ng tasks.

The Security CGuard operates under a system of close and rigid controls designed
to mnimze the probability of energency situations occurring, and ensuring that
t hose situations that do occur shall be dealt with in a prescribed manner.

Noti ce of any enmergency situation is to be relayed to higher authority as
expeditiously as the nature of the situation requires or allows. The Security
Quard is therefore provided with conprehensive training in his or her duties.

He or she is required to act in accordance with very specific and detail ed

i nstructions that cover every kind of circunstance that can be antici pated.

His or her supervisor usually is available to himor her by phone or sone other
means of conmuni cation.

SECURI TY GUARD PS-0085-2:

DUTI ES AND RESPONSI Bl LI Tl ES:

The Security Guard works in a facility that requires normal security protection.

He or she reports fires, accidents, and any subsequent hazards, taking appropriate,
enmergency action (for exanple, uses fire extinguisher to put out a fire which has
just begun). The incunbent protects occupants and buil dings fromtrespassers,
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tactfully denying admttance to anyone not authorized wthin the buildings and
war ehouses; inspects parcels, as required; directs or escorts visitors in the
facility; and controls parking in authorized areas.

The Security Guard serves as naster-at-arnms in a club; may verify identification

of persons entering the club; patrols club, circulating anong patrons to naintain
order and to prevent damage to furnishings; and warns persons guilty of infractions .
Renoves disorderly patrons fromthe club, using force, if necessary. (The Security
GQuard may call mlitary security police for assistance, if needed.)

SUPERVI SORY CONTROLS:

Security Guard manuals, witten instructions, and personal supervision are very
specific and there is a periodic supervisory review. The supervisor usually is
avail abl e to advise on unique situations.

SECURI TY GUARDS PS-0085-3:

DUTI ES AND RESPONSI Bl LI TI ES:

These positions characteristically are those of Security Guards who enforce
speci al security neasures in buildings and warehouses where theft of cash or
mer chandi se could result in serious and extensive financial |oss.

Typi cal assignments may include: fixed guard posts, notorized patrol, foot

patrol, traffic control, and enforcing security neasures. Additional duties

may include exam ning shipnents of nerchandi se or recei pts when such shipnents

are brought into or renoved fromthe security areas, answering numerous questions
regarding the property or prem ses, or referring these inquiries to the appropriate
authority, and providing training to ps-2 level Security Guards in methods of

fire and accident prevention, security regulations, and procedures.

Personal contacts typically are nore significant and nore frequent than at the
PS-2 level. Security Guards dealing with |arge nunbers of the public shal
enpl oy courtesy and tact. Security Quards enforcing the stricter security
measures typical of the grade |evel shall enploy firmess in explaining and
enforcing the applicable regul ations.

SUPERVI SORY CONTRCLS :

Specific guides are provided usually in the form of manuals, regulations, and
witten or oral instructions applicable to each post of duty. Emer gency situa-
tions are covered by instructions, when possible. However. in certain ener-
gencies, incunbents are required to decide what action is necessary and to

carry out that action imediately. | ncunbents of these positions work under
limted supervision,.

#Second Anmendnent (Ch 8, 9/9/88)

4- 45
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DoD NAF PATRON SERVI CES
JOB- GRADI NG STANDARD
TI CKET SELLER PS-2091 -2

DUTI ES AND RESPONSI BI LI Tl ES:

- Receives tickets and change fund from theater officer or assistant nmanager
and signs appropriate hand receipts.

- Checks box office sign for proper adm ssion fee, audience classification, and
program starting tine. Opens and cl oses box office according to prescribed
schedul es. Advises ticket taker or usher of opening nunber of adm ssion
tickets for current performance.

- Checks identification of all patrons in civilian clothing and sells tickets

only to authorized patrons. Exchanges tickets for passes presented and
accounts for passes. | ssues a guest authorization card for each guest.
- Cleans and lubricates the ticket register. Renoves tickets fromthe register

and secures them after the matinee and the final performnce.

Accounts for adm ssion tickets and cash issued by the theater officer or
assi stant manager and for ticket sales receipts.

SUPERVI SORY CONTROLS:

After initial orientation, the incunbent perforns assigned tasks independently.
However, supervisory assistance readily is available to resolve unusual problens.
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DoD NAF PATRON SERVI CES
JOB- GRADI NG STANDARD
USHER PS-0189-1
DUTI ES AND RESPONSI BI LI TI ES :

- Accepts patrons tickets and conducts patrons to unoccupi ed seats with the | east
possi bl e del ay and annoyance to the audi ence.

-Ensures that there is no snoking in the theater.
-Mai ntains order within the theater.

- Renoves door wedges and checks restroons and | ounges before reopening the
t heater.

-I nfornms supervisor of major deficiencies.
SUPERVI SORY CONTROLS:
The incunbent perfornms work under continuous supervision. New assignnents are

explained in detail to the incunbent. After the initial period of orientation,
t he i ncunbent perforns routine tasks independently.
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C. ADM N STRATI VE SUPPORT JOB- GRADI NG STANDARDS

TI TLE

Accounting C erk/ Technician
Audit Cderk

Bookkeepi ng Machi ne Qper at or
Cal cul ati ng Machi ne QOperator
Cashi er

A er k- St enogr apher

A er k- Typi st

Coding derk

Conmputer Cerk

Conput er Qper at or

Couri er

Editing Cerk

Engi neering Drafter

Equi prent and Facilities Cerk
File Cerk

Frei ght Rate Assi stant
General Cerical Series

| nsurance and G ainms Cerk
Keypunch Oper at or

Li brary Aid

Mail Cerk

Managenent Assi st ant

O fice Machi ne Operator
Payroll Cerk

personnel derk

phot o Lab Techni ci an
Procurenment O erk

Pur chasi ng Agent

Recepti oni st

Safety and Security Techni cian
Secretary

Shi pment derk

Statistical Cderk

Supply derk

Supply Cerk (Inspection)
Tape Librarian

Tel ephone Qper at or

Tel et ypi st

Travel Cderk

G ade | evel
st andar d.

#Third Amendment (Ch 8, 9/ 9/ 88)
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GRADE LEVEL
SERIES  PAGE DESCRI PTI ON
AS- 0525 4-51 4-5-6-7
AS-0503 4-65 4
AS-0354 4-66 2-3
AS-0355 4-70 3-4
AS- 0530 4-73 3-4-5-6
AS-031 2 4-77 4-5-6
As-0322 4-83 2-3-4-5
AS- 0357 4-87
AS-0335 4-91 4-5
As-0332 4-93 5-6-7
As-0302 4-102 3-4
AS-1 087 4-103A 5-6
AS-0818 4-104 5-7
AS-2005 4-107 5
AS-0305 4-108 1-2-3-4
AS-21 31 4-112 5-6
AS-0303 4-113 1-2-3-4-5-6-7
AS-0998 4-119 4-5-6-7
AS-0356 4-125 3-4
AS-1411 4-128 1
AS-0305 4-129 2-3-4
AS-0344 4-133 5-6-7
AS-0350 4-136 2-3-4-5-6
AS-0544 4-144 4-5-6
As-0203 4-150 5-6-7
AS-1 060 4-155 5
AS-1 106 4-156 4-5-6
AS-1 105 4-160 6-7
AS-0304 4-167 3-4-5
AS-0085 4-171 7
AS-0318 4-174 6-7
AS-21 34 4-176 4
AS-1 531 4-180 4-5 *
AS-2005 4-184 3-4-5
AS-2005 4-188 6-7
AS-0335 4-190 6-7
AS-0382 4-192 2-3-4
AS-0385 4-195 4-5
AS-21 32 4-197 5-6-7

4-50

eval uation by reference to separate DoD NAF job-gradi ng
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DOD NAF ADM NI STRATI VE SUPPORT
JOB- GRADI NG STANDARD
ACCOUNTI NG CLERK/ TECHNI CI AN AS-05 25-0

EXCLUSI ONS:

-positions requiring professional know edge and application of accounting
principles and theory in the design, developnent, installation, operation
or inspection of accounting systens; the audit or simlar exam nation of
accounts and records of transactions; or the exam nation, analysis, and

i nterpretation of accounting reports. (See OPM PCS for Accounting and
Budgeti ng Group GS-500 and 510, reference (h).)

-positions involving the performance of clerical work in the receipt, dis-
bursenent, exam nation, deposit, safekeeping, or other clerical processing
of cash items. (See Cashier Series AS-530.)

-Positions involving primarily the exam nation for accuracy, legality, com
pliance with regulations and justification of vouchers, invoices, clains, and

ot her requests for paynent. (See OPM PCS for Voucher Exam ning Series GS-540.
reference (h).)

-Positions involving the nmaintenance and adjustnent of inventory accounts, the
records of property and supply transactions, the record control of the estab-

| i shment of stock levels, and the issuance of supplies and equi prent, when
such positions primarily require application of a knowl edge of supply proce-
dures. (See Supply Cerk Series AS-2005.)

-Positions involving technical support work in |imted phases of conputer spe-
cialist functions or simlar tasks in installing or operating data processing

systens. (See OPM PCS, reference (h), for Conputer-Related Series GS-330-335
or Conputer QOperator Series AS-332.)

-Positions involving primarily the operation of a bookkeepi ng machi ne on ot her
than an incidental basis. (See Bookkeeping Machine Qperator Series AS-354.)

-Positions involving primarily the conputation and verification of pay, min-
t enance of records, and preparation of related reports as well as nmintenance,
review, and disposition of tinme and | eave records. (See Payroll Cerk Series
AS-544.)

TI TLES :

The title for nonsupervisory positions at the AS-4 level is ACCOUNTI NG CLERK.
For positions at AS-5 and above, the title is ACCOUNTI NG TECHN Cl AN

The DoD Accounting Cerical standards are presented in a nodified factor format,

utilizing five pertinent factors. |f existing positions description provide the
necessary information, there shall be no need to rewite the description in a

factor format. When accounting clerical positions need rewiting for classifi-

cation purposes, the new description shall be prepared in the format of the
DoD St andar d.

4-51
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UNI VERSAL ANNUAL JOB- GRADI NG STANDARDS

P it
i

#Second Anendnent

TI TLE

Aero C ub Mnager

Bow i ng Center Manager

Cat erer

Child Care Center Manager
Exchange Manager

Gener al Manager

Gol f Course Superintendent
Gol f Course Manager

Mess or Club Manager
Package Store Manager

Ret ai | Manager

Teacher (Child Devel opnent )

(Ch 5, 3/22/85)

SERI ES

UA-1 101
UA- 110

Ua-1 101
UA-1101
UA-1 181
UA-1180
Ua-1 601
UA- 1101
UA- 1101
UA-1101
UA-1182
UA-1710

4-233

PAGE

4-234
4-237
4- 240
4-242
4- 246
4-251
4- 256
4- 256
4- 267
4-259
4-261
4-302

DoD 1401 .1-M1

Qt 81#
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DoD NAF UNI VERSAL ANNUAL

JOB- CLASSI FI CATI ON STANDARD
AERO CLUB MANAGER UA-1101-0
FLYI NG ACTIVITY MANAGER Ua- 1101-0

GENERAL | NFORVATI ON

Aero Clubs or Flying Activities are established as Nonappropriated Fund
Instrumentalities (NAFIs) whose primary purpose is to function as recreational
activities to pronote norale and foster an appreciation and aptitude for
flying. These activities nust conply with Federal Aviation Adm nistration
(FAA) and National Transportation Safety Board regulations. The primary

obj ective of an Aero Cub and/or Flying Activity Manager is to operate the
facility in an atnosphere that encourages participation, ensures nmaximm
availability, and provides sound financial nanagenent.

SERI ES

The paramount requirenent of Aero Club and/or Flying Activity Manager positions
Is a thorough know edge of the business practices and nmethods of managing a

speci al i zed associ ati on of nenbers and participants. These positions require a
general know edge of aviati on management, accounting and budgeting techni ques

to neet operational goals, as well as public relations skills. These nmnager
positions shall be classified to the UA-1101 series because the UA-1100

occupational group does not contain a specific series for this kind of work.

EXCLUSI ONS

Positions that involve piloting or copiloting of airplanes or helicopters or
flight instructing are classified to the Aircraft Operation Series, UA-2181.

CLASSI FI CATI ON FACTORS

Most positions that have program responsibility for various segnents of an
installation’s recreation programare classified in the Recreation Speciali st
Series UAa-188. However, positions that have responsibility for managi ng Aero
Club and/or Flying Activity facilities are classified in the UA-1101 series
rat her than the uUa-188 series because they nust possess a thorough know edge of
t he business practices and nethods associated with Aero Cub facilities rather
than a specialized knowl edge of recreation techniques and principles. There
s, however, a close relationship to positions classified in the ua-188 series,
and for this reason, the grading criteria used to classify Aero Club and/or
FIlying Activity Manager positions should be Iinked as closely as possible to
the grading criteria in the OPM standard for the Recreation Specialist Series,
GS-" 88, but with due consideration for the business aspects of these positions.

The grading of Recreation Specialist positions is based on the assessnent of

the: r Program managenent responsibilities. program management responsibilities
consi st of program constituency, variety and volune of activities, and environ-

nental elements. Each of these conponents nust be eval uated separately, and

then collectively, to arrive at an accurate assessnent of each position's
program managenent responsibilities.

4-234
#Fi rst Amendnent (Ch 8, 9/ 9/ 88)
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For program constituency, this guide will use the nunber of nenbers (excluding
primary students; i.e., those enrolled in a recognized course sponsored by the

activity whose objectives include teaching the fundanentals of flying,

navi gation and solo control of aircraft, and |anding) and the nunber of primary
students. The guidance is based on actual rather than potential participation
as used in the Gs-188 standard.

Eval uating the factors of variety and volune of activities requires a depar-
ture fromthe Gs-188 standard. Unlike Recreation Specialists, who usually
have responsibility for a nunber of activities within a specialty area,

Aero Club and/or Flying Activity Managers have responsibility for only one
recreation activity. However, to credit these positions with only one
recreation activity would underestinmate their overall responsibilities.
Therefore, each of these responsibilities is treated as an activity and given
specific point values. Certain responsibilities were placed in the category
of essential mninmum basic activities, others were placed in the other basic
activities, and still others were considered enhancing activities. The tota
of the points for basic program and enhanced program provi des an overall point
total for this factor.

Envi ronnental el ements have been established nmuch in the sanme manner as in the

GS-188 standard but peculiar to Aero Club and/or Flying Activity Mnager
positions.

JOB- GRADI NG CRI TERI A

A PARTI Cl PANT POPULATION:. The factor of participant population wll be
measured by the nunber of regular menbers and/or participants and the nunber of
primary students.

1. NUMBER OF MEMBERS AND/ OR PARTI Cl PANTS PO NTS
(exCLub NG PRI MARY STUDENTS)

Under 50
50- 75
76-100

101-125

126- 150

151-175

176- 200

201- 225

226- 250

Over 250

QO O M 4O o1 &~ whd

| —

.U
Q
=
v

2. NUMBER OF PRI MARY STUDENTS

Under 30
30- 50
51- 70
71- 90
91-110

111-130

131- 150

Over 150

0N O~ WM

4-235
#Fi rst Amendnent (Ch 8, 9/ 9/ 88)



DoD 1401.1-M1

Oct 81#
B. PROGRAM ACTI VI Tl ES:
1. ESSENTI AL M Nl MUM BASI C ACTI VI TI ES PO NTS
One aircraft, one hangar facility wth an office, 2

a Program offering a ground school (one-on-one
basis), flight training for private pilot |icense,

and aircraft maintenance and inspection capability.

2. MONTHLY FLYING HOURS: Additional credit is given as the nunber of
flying hours increase. This average shall be based on those 6 consecutive
nonths during the fiscal year that yield the highest nunber of flying hours.
This will accommbdate those | ocations where poor weather limts the flying
during certain nonths.

HOURS

.U
Q
=
)

Under 150
150- 225
226- 300
301- 375
376- 450
451-525
526- 600
601- 675
676- 750

Over 750

O O WO Ol &~ wWwp =

|

3. ENHANCED PROGRAM These are activities, functions, or situations in
an Aero Club that go beyond the basic program

DESCRI PTI ON PO NTS

Club and/or activity owns or |eases conplex aircraft (multi-
engined, retractable gear, or float aircraft) !

Retail Sal es Shop (Pilot supplies, flight equipnment, etc.) 1

FAR (Part 141 ) Certification 2
Multi-engine Aircraft Training 2
Conmmercial Pilot Training 2
Airframe and Power Pl ant Mechani cs Training 2
| nstructor Pilot Training 3
Acrobatic Training 3
Fl oat Aircraft Training 3
| nstrunment Trai ni ng 3
Aircraft Transport Pilot Training 4
4-236
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DoD 1401.1-M1
Sep 9, 88

NOTE : A maxinum of 15 points may be credited for an enhanced program

C* ENVI RONVENTAL ELEMENTS:

DEFI NI TI ONS

Two or nore facilities are managed that are geographically separate from
each other (located on the sane or nearby installation or one on base and one
of f) .

Club and/or activity maintains its own runway or its own ranp.

In an overseas environnment, host country |aws, regulations, policies,
and air space rules affect program planning and adm ni stration.

In an overseas environment, a manager supervises |ocal national enployees
in addition to nonappropriated fund and contract enployees and requires
know edge of one additional personnel system

NOTES :

1. Each environnental elenent is worth one point.

2. It is recognized that other significant environnmental elenments may exist.
| f so, each should be properly docunented and given credit.

D. FI NAL GRADE DETERM NATI ON:

FACTORS: PO NTS

1. Participant Popul ation (nunber of nenbers and nunber
of primary students)

2. Program activities

a. Basic Program

(1) Essential mninumbasic activities

(2) QG her basic program el enents
(average nonthly flying hours)

b. Enhanced Program

3. Envi ronnent al El enents

G and Tot al :

4- 236A



NUVBER OF PO NTS

CONVERSI ON TABLE

up to 12
13 - 19
20 - 26
27 - 33
34 - 40
41 - 47
48 & over

4-236B
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GRADE

UA- 5
UA- 6
UA- 7
UA- 8
UA- 9
UA- 10
ua- 11



